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Introduction 



Springboard Publisher™ Style Sheets-Newsletters gives you 
thirty-six style sheets to use when creating newsletters with 
Springboard Publisher. 

A style sheet is a model. It assures you that each issue of your 
newsletter will have the same, consistent look. Use a style sheet 
as is or adapt it to your needs. Either way, you save time and 
you benefit from professional design. It frees you to attend to 
other tasks that make your newsletter appealing— creating 
good copy and graphics. Hie newsletter still will be uniquely 
yours. 

The purpose of this guide 

The main purpose of this guide is to get you started. Take a 
minute to look through the sections so you know how it's 
organized. With a little bit of information about how to use 
style sheets, you should be on your way to creating attractive 
newsletters like those shown in this book. 

Your first step is to choose a style sheet that meets your needs. 
Read the section Selecting a style sheet. When you're ready to 
learn how to use a style sheet, read The Basic Steps section. 

There are two sections that will help you as you are creating 
your newsletter: 

Tips on Using Style Sheets gives you many useful, very specific 
tips, sometimes referring to specific style sheets as examples. 

Learning More provides information on creating mastheads 
and placing text. 
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Before You Begin 



Hardware you need 

■ Apple He, lie or llGS computer with 128k memory 

■ Compatible printer (see Appendix for list) 

■ Mouse (optional) 

Software you need 

■ Springboard Publisher 

■ Apple ProDOS 

Springboard Publisher know-how 

Before you use a style sheet, be sure you are familiar with the 
Springboard Publisher operations listed here. To review, look 
in the Springboard Publisher Reference manual. 





Backing up/ Opening/Saving 


Managing Documents 


documents 


Entering/Selecting text 


Word Processing 


Importing text 


Word Processing 


Importing graphics 


Graphics j 


Move/Resize/Create frames 


Page Layout 
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Make a backup copy 

Make a backup copy of the software using your favorite copy 
utility. Refer to your copy utility documentation if you need 
directions for making a backup. Once you have made a copy of 
Springboard Publisher Style Sheets, put the original in a safe 
place and work only with your backup 

Please do not give a copy of Springboard Publisher Style Sheets 
to anyone else: that is theft. You may make archival copies for 
the sole purpose of backing up our software and protecting 
your investment from loss. Unauthorized reproduction, 
transfer or use may be a criminal offense under federal, state or 
international copyright laws. 
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About Style Sheets 

Each style sheet has a number of parts. The most basic ones 
may have only a few parts. The more complex will have many 
more parts. Here is a list of the parts included in one or more of 
the style sheets. 



Style sheet parts 



JUldslIlCdU 


11CW91CIIC1 11 L1C 


deckneaa 


text placed below a headline 


ID 


gives volume and issue numbers and date 


caption 


text to identify graphic 


headline 


the title of an article 


pullquote 


excerpt pulled from text 


contents 


titles and pages of articles in newsletter 


jumpline 


tells reader page number where rest of article 


is found 


byline 


author's name (either under headline or at 


end of article) 


subhead 


subtitle for one part of article 


text 


the words in the article 


kicker 


text just above headline (relates to the 




headline) 


footer 


text repeated at bottom of each page 


header 


text repeated at top of each page 
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Style sheet formats 

Each style sheet part has been formatted for you. In other 
words, you don't have to set margins, decide space between 
columns, choose font, font sizes, and font styles, or determine 
whether to have justified or nonjustified text. These decisions 
were made for you when the style sheet was professionally 
designed. 

Most of the time you may find the formats meet your needs. 
Now and then you may want to change the format of some 
part. You can change the format by using Springboard 
Publisher's pulldown menus. Keep in mind basic design 
principles when making changes and your style sheet will 
continue to look professional. 

If you find you are making a lot of format changes, you might 
want to look for another style sheet that more closely matches 
your needs. 

How to tell format 

The templates show you what parts are included in each style 
sheet. To find out the format of the style sheet, open it and go 
into text mode. Then scroll down the style sheet. Each part has 
placeholder text indicating what the part is (masthead, 
headline, etc.) and the font and point size, lb check other 
formatting details, use the pulldown menus. 
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A style sheet template 

Here is the template for Style Sheet 22 with its parts labeled. 
Each style sheet is represented by a template in the back of the 
book. When you look at the templates, use the legend on the 
inside back cover to determine what parts are represented by 
the different fill patterns. 




; ■ ■ ■; ;!■;: : 



Wmm 




Masthead 

Subhead 
ID line 

* Graphics placeholder 
Headline 
Subhead 

Byline 

* Graphics placeholder 
Background text 

Jumpline 



Template for Style Sheet 22. This style sheet also has a 
second and third page. 



*Graphics placeholders show as text frames on the disk. 
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How a style sheet will look in page mode 

When you open a style sheet you see it in page mode. Here is 
Style Sheet 22 in page mode. Tne template for this style sheet 
was shown on the previous page. 



* File Edit Mode Layout Paragraph Font Graphics 




Style Sheet 22 in page mode. 
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How a style sheet will look in text mode 

This is how Style Sheet 22 looks when you begin working in 
text mode. The masthead portion of the page is shown. The 
masthead placeholder is entered in the actual font and point 
size. 


s File Edit Mode Layout Paragraph Font graphics 








g 






MastheadJ 


§ 

II 




<> 



Style Sheet 22 in text mode. 
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How the completed newsletter will look 

After entering all text and graphics, this is the professional 
look you achieve with Style Sheet 22. 



Client Advisory 



N»w*farlhei 



LJabity 
tnsirance: 

Bkj problems 
lor small 

businesses 




Br STUAUT ' ' 



wt* troay* brtor* tfate tort. MM mXMr MJU Mkn 
l« M " >'»»'</ . 'or carra*?-, nr t- .«vt ...n- *f ... 

Jury awiroM n>.irly tffl m*ofi to a woman wt*. »:, 
fx.ra^/«i<i nn accktenl 

ArafttMfflt fMnQ At 3 phefiotTHflsl r si* frxnnnpt* n 
*W. If» Kr ■»'* Mustrv need kw«. ».r-a-** 




numbcri of claims In 1884, in «<lnal»c MB rrflon 

|«t» «M '.ills were l-m^hl I .-- 1- .1 r - -.ML, .- wr \\ 

and am-ttwr ttOjMO beta*- Ivdwal ifflin l-npiult lor 
a*n»e» on be M Wnpwimt an* fry IWM 



A completed newsletter page using Style Sheet 22. 
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Selecting a style sheet 

You need to do some planning before you select a style sheet. 

Who is your audience? Do you want a highly professional look 
or a more informal look? These questions relate to the image 
you want your newsletter to present. For example, if your 
newsletter has a serious, formal tone, you will want to select a 
style sheet that matches that formality. Many business 
newsletters are designed to project this serious image. On the 
other hand, if your desired image is more casual, an informal 
design will be more satisfactory. 

Think about the kinds of articles you will have and the type of 
graphics you might use. Will there be regular features, like 
news briefs or an editor's corner? Do you want a calendar of 
events? What kind of photos and artwork will you typically 
use? Make a list of the items that will usually be in your 
newsletter. 

Size is another consideration. What size paper will your 
newsletter be printed on? (There is one style sheet for 8 Vi inch 
x 14 inch paper; all the rest are for 8 Vi inch x 11 inch paper.) 

Now look at the templates in the back of the book to find a 
style sheet that most closely matches your needs. 
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Haw the style sheets are organized 

The style sheets ate organized into three groups: basic, 
medium, and complex. 

As you move from the basic group to the complex group, the 
style sheets have mote parts and more design elements. They 
tend to require greater skill in fitting text and graphics. 

We recommend you begin with a style sheet from the basic 
group, become very comfortable using it, then try your wings 
with more complex style sheets. 

The next few pages are examples of newsletters prepared with 
basic, medium, and complex style sheets, to show you what 
you can accomplish. 
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Style Sheet 4 was used to create this newsletter. 





V<*m»|, Numbed 



A JourmteS Computer News and Trench 



11 February 1988 



Insurance costs ctain business 

Br sevMooe applebloom 

Carrying Kabity Insurance is almost a liability In itself. The crisis in lability 
insurance is touching parks, schools, churches, doctors, and even small 
businesses across the ration 
Seemingly endess lawsuts have resUted in record numbers of darns, ri 
1984, an estimated tSL8 mSon private cwl silts were brought before state cowls, 
and another 150,000 before federal courts. Payouts for damages can be astro- 
nomicat one' jury awarded nearly $20 mBon to a woman who was paralyzed In an 
accident 

Premiums are rising at a phenomenal rate. One example: in 198$, the day care in- 
dustry faced 300-500% premium increases for labity coverage In some cases, insur- 
ance has become Impossfcle to obtain 



Snwi business ownsrs ctsn 
take steps to aw&f threats 
posed by the insurance 
crwcti 



at any price 

It goes without saying that the as- 
surance industry has suffered from 
these developments. After years of 
tarty steady growth, the Ode has 
turned An estimated 40 property and 
casualty insurers became Insolvent <Sw- 
hgt984 and 1985. 

The smal business owner can take steps to avoid threats posed by the insurance 
crunch. You may actoly lose tax benefits if you use your HA for capital gain iivest- 
ments such as real estate, mutual funds, or slock. If the value ot your investment de- 
creases, you can't deduct the loss 

Your corporation could be lable for taxation as a personal hokSng company if dis- 
proportionately large sums are rewested-partlcutarly if the operating arm ot the 
business is not very profitable. The hoklng company tax becomes applicable If at 
least 60% of your corporations gross income is earned passively through capital 
gahs, dmdends, interest or rent 

More and more businesses are opthg to rent off-site storage space for thai- 
backup computer tapes or disks, as insurance against the possowy of destruction 
by casualty, theft, or sabotage. The storage company staid agree by signed con- 
tract not to reveal your company's name. 

Continued <*t pa#& two 
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Style Sheet 9 was used to create this newsletter. 



Notes from the Board 



Local School Outscores 
National Average 

Washington-Carver 
Does It Again 



Washnglon-Carv«r students once again gam 
on the national mean as th*y mm trrougfi 
grades 4, to 7 and 10. For example, 
Wasfwigton-Caiw students outscore the 
national average In grade 7 readhg by f year 
and $ months, and by ttth grade are 
outscoring the national mean in readhg by 2 
years and 8 months. 

Grade 4 mean scores are based on 
computation and capitalization skis and 
students are ahead ot grade level usage, 
which tests a students abfty to express 
ideas correctly and effectively. "Overal, 
grade 4 scores provided an exeelent 
measure of readhg <wrnpreherisk>n > ' said 
Pmcpal Jim Engebretson. 

ssgftt dsparittes exist from grade to grade 
regardhg specific ski areas, however. 
Although grade 4 overal scores are not 
higher than national averages by as much as 
h grades 7 and 10, for example, the scores 
are higher overal In grade 10, mathematics 
scores (although higher than the national 
average) were stjpfflcantty tower tan h the 
past D years. Rearing sMfe kept the overal 



grade t) scores high, h order to Improve the 
grade « readhg scores, we are considering 
more formal readhg instruction after grade 6. 
it is possible, however, that me scores 
tracked are not entirely accurate. Several 
counselors who monitored the test-takers 

continued on 2 

New Kindergarten 
Center Opens 

The new kindergarten 
center will be opening on 
the fourteenth of 
December, The pubic is 
hvlted to look over our 
new facftjes. and 
Principal Jm Engebretson 
wl gwe a brief tak to al 
of the visitors present at 
the openhg The tah wi 
explain the functions of the khdergarten 
center, and wi be Mowed by a question 
and answer session during which Principal 
Engebretson hopes to clear up any questions 
that might stl erfst about the kindergarten 
center. The openng wi begin at 4fl0 pm the 
khdergarten center, 1265 Central Avenue 

'«ip*ee$ 




Table of Contents 

C o mputer tab Eip a nded Pago 2 

PTA usetlng Agenda Page 2 

Field Trip to Raines Art Gallery a Success. Page 3 
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Style Sheet 14 was used to create this newsletter. 



Local 
district 
exceeds 
averages 

Wuhlngton-Gar- 
ver students once 
again gala on the 
ftfitiffflrtl Mean as 
they move Uurongb 
grades 4 to 7 and ML 

For exampte, 
Washtagtoa-Caivar 
students ontscore 

In grade 7 reading 
by 1 year and 5 

months, and by 10th 
grade are outscorlng 
the national mean 
in reading hy2 
years iM 8 months. 
Grade 4 



NOTES 



FROM 
THE 



BoarD 



Wuihinfton-Curver School EM. 

Volume in, NttStttei S April 1988 



iQveraU, grade 4 



computation and 
capitalization skills, 
and stwtaatsaie 
ahead at grade level 
naace. vhich tuts a 
spidenfs ability to 
express ideas cor - 
rectly and sffec- 
ttvtly 



excellent measure of 

Stan, - said Principal 
Jin Bftstibnttovu 

Slight disparities 
exist from gmAt to 
grade regarding spe- 
cific Skill anas, 

hO»9Y6T. 

Although grade 4 
overall scorns are 
not Uglier then na- 
tional araages by 
as much as in 
trad** 1 and 10, for 
example, 
the sco/re 
are higher 
overall. In 
grade 10, 
mathema- 
tics scores 
(although higher 
than the national 
average) vera sic- 



nificantly 
lover than 
in past 

ding skills 
kept the 
overall 
grade 10 
scores high 
In order 
to improve 
the grade 
10 reading scores, 
▼e are eottsldating 
more format read- 
ing instruction af- 
ter grata & It is pos- 
sihle, hovevw, that 
the scores tracked 
are not entirely 
accurate. Several 
counselors vho 
monitored the test- 
takers said the; did 
not feel all students 
took the testing 
situation seriously. 




I N THIS ISSU E 

Computer lab expanded Page 2 

PTA meeting agenda Page 3 

Nrr kindergarten center opens Page 4 



Next sear testing 
vill occur in small 
groups in regular 
Clasaroama Each 
teacher vill explain 
the importance of 
the testing and hov 
the results -will he 
used; this may ad> 
fust for previous 
testing situations. 
Students' attitudes 
In specific 
subject 
areas are 
much the 
same as 
last year. 
Students 
still feel 
mathe- 
matics I* 

BttDTO i7Fi~ 

portant 
than read- 
ing and * 
other studies. But 
slight disparities ex- 
ist f nun grade to 
grade regarding spe- 
cif ic skill areas, 

Grade 4 mean 
scares are cased an 
computation and 
capitalization skills, 
and students are 
ahead of grade level 
usage, voice, tests a 
students acllity to 
express ideas correct- 
ly and effectively. 

nutan'^twawd 



17 



Style Sheet 23 was used to create this newsletter. 



VoSusm XI, Number 8 Summeriwa 



Tr aill (K<yU*rt <yy 

t Fm ntowsHStiBr for inun fjomxwfw 



Beievable scenery is crucial 
to a winning model train setup 




BYHOXAA** SM VEBSTONE 



ris year's Wisconsin 
Convention special 
boxcar contest wt 
emphasize detais 
Ike scenery so 
brush up wtth a lew dps on materials 
and setup. 

MaHhg your scene belevabte is the 
hey to a wtWig setup. Scenery ele- 
ments can be dttded into five bask 
groups: materials, angle, gaposte, de- 
tal, and consistency 

When ptarmhg what materials to 
use, always plan for consistent scale, 
natural colors and textures. Exact 
scale doesn't matter as long as a tree 
and a boulder aren't the same size, 
for example. It's also Important to 
watch we color and texture or items ft 
your train scene 
A smooth, 
bright blue lake 
is beievaWe-a 
smooth, bright 
red train endne 
Mi 

Angte is impor- 
tant for befcevab*- 
ty also. Agah, fee 
exact scale, exact 




CONTENTS 



angle tent as important as realistic an- 
gle. Sol slopes at perhaps 30 degrees, 
tor example-rock at 60 Watch your 
hisides, cuts and Us. 

Gaposte is improper sealing. The 
foundations of al bukSngs should set 
flrmly in the yound, rather than on It, 
for beievabfty. The same Is true of 
botfders. 

Detal can be carried to extremes. 
Average detai is more impressive 
than abundant detal--agar>. It's more 
befevabte. And fraly, h al these ele- 
ments consistency is the key. Water is 
always level, grass rarely resembles 
indoor-outdoor carpeting, and trails fit 
the tracks. Take your tips from mother 
nature, she! bring you a true winner. 
The Train Colector's boxcar contest 
wl be held June 
23 during the 
Wisconsin Cot- 
lectors* Conven- 
tion Prizes rang- 
ing from $100 to 
iSOO w& be awar- 
ded lor the best 



Convention registration, page 2 
m features, page 3 
Traders' connection, page 3 
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Style Sheet 31 was used to create this newsletter. 



Client! 

Advisory | 



Liabity hstrance <±ahs 
smal businesses 

f * BY WALTER MORRISON 

§ _ arryfng fablty insurance is almost a feMty si itself. The 
crisis in Babity insurance is touching parks, schools, 
churctxrs, doctors, and wen smal businesses across the nation 

Seemingly endless lawsuits have resulted m record numbers of 
daims. In "084, an estimate 16.6 rrAon private civS suits were 
brought before state courts, and another 150,000 before federal 
courts. Payouts for damages can be astronomical: one jury awar- 
ded nearly *20 miion to a woman who was paralyzed in an 
accident Premiums are rising at a phenomenal rate. One example: in 
1985, the day care industry faced 300-500% premium in- 
creases for lability coverage, m some cases, insurance 
has become impossible to obtain at any price. 

It goes without saying that the insurance ndustry has 
suffered from these developments. After years of fatly 
steady growth, the tide has turned. An estimated 40 pro- 
perty and casualty insurers became hsoivent during 1384 
and 1985. 

The smal business owner can take steps to avoid 
threats posed by the insurance crunch. Ask your insurance 
agent how you can imit your iabity costs. 

Seemingly endtess lawsuits have resulted in record num- 
bers of claims. In 1984, an estimated 156 mtton private <M suits 
were brought before stale courts, and another 150,000 before fed- 
Contnued on page two 



News fir me 
Serious tovestor 

Volume 10, 
Issue 4 

August W, 1998 



Snalbushess 
aumet? can fake 
steps to axx? 
ffveats posed tiy 
ifieiwurstnos 

CtltXfl 




In this issue of CSent Advisory 

RAs may be a tax trap 2 

hvesting by computer: things you should know 3 

Tax briefs, investment notes 4 
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The Basic Steps 



Eight basic steps to follow when using style sheets are listed 
below. Each step is described on the pages that follow. 

Step 1 Plan your layout. 

Step 2 Open the style sheet and save it under another 
filename. 

Step 3 Replace placeholders that are standard features or 

have a fixed position on the page. 
Step 4 Enter the lead article and related parts (graphics, 

pullquote, etc.) 
Step 5 fit the text and/or graphics of the lead article. 
Step 6* Enter other articles and features, one at a time. 
Step 7 Proofread and make corrections. 
Step 8 Print the newsletter. 
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The Basic Steps Explained 



Step 1 Plan your layout. 

Before you open a style sheet, gather together the items you 
will enter in your newsletter. Typewritten articles make it easier 
for you to estimate space requirements. 

Think about where you want to place each item. If you want 
to use a pullquote, identify text. If you will import text or 
graphics, be sure you have those files handy, and make sure 
any document files are Springboard Publisher files. 

Step 2 Open the style sheet and save it under another 
filename. 

1 Start Springboard Publisher. 

2 Choose the Open command from the File menu. 

3 Insert the Springboard Publisher Style Sheets disk. Then 
click the New Disk button. 

4 Choose the desired style sheet. The page layout for the style 
sheet appears on the screen in page mode. 

5 Insert a data disk. (After opening the style sheet, you can 
replace the style sheets disk with a data disk.) 

6 Choose the Save As command. Click on New Disk. Now 
enter the filename for your newsletter. 

Whenever you want to modify a style sheet, follow the same 
steps: open it and save to another filename. 

Step 3 Replace placeholders which are standard features 

from issue to issue or which have a fixed position on 
the page. 

Standard features are those items you want in the same spot in 
each issue. Typically, they are: masthead, ID line, table of 
contents, subtitle of newsletter. You may have other standard 
features such as news briefs or editor's corner. 
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When replacing placeholders, do the following: 

1 While in page mode, select the style sheet part where you 
want to begin working. Usually this will be the frame near 
the top which holds the masthead. 

2 Select the mode you want to work in. Choose either Text 
or Graphics from the Mode menu. Most mastheads on the 
style sheets were designed to be text frames. Therefore, you 
will usually begin working in text mode. 

3 Enter standard parts that are in text frames. It is generally 
more efficient to work in this order: masthead, ID line, 
table of contents, and any other features needing standard 
placement. 

To replace a placeholder, select it and enter your own text. 
Whatever you enter will be formatted like the placeholder. 

If your newsletter has a table of contents, enter the names 
of articles and features so that the correct amount of space 
is held. Later come back to this area and enter page 
numbers. 

4 Enter standard parts that you want in graphics frames. On 
the templates, ideal areas for graphics are shown by a 
frame with an X. On the style sheet itself, text frames serve 
as placeholders for graphics frames. If you want to insert a 
graphic, define a graphics frame. Use the placeholder text 
frame as a guide for size and placement. (You simply 
overlay a graphics frame; this works best if the text frame is 
not selected.) Next send the graphics frame to the back 
using the Send to Back command on the Layout menu. 
Then select and clear the text frame. Now enter your 
graphics in the newly created graphics frame. 
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Before you go on, if you use the Save As command and save 
to another filename, you have some of the initial work 
done for your next issue! If you do this, there will be no 
need to start from scratch again for each issue. You will 
just make some minor changes to ID line, Table of 
Contents, etc., and then you will be ready to enter your 
articles. 

Step 4 Enter the lead article and related parts. 
Replace the placeholders related to the main article in this 
order: headline, text, graphics (if any), jumpline. 
You can either enter article text directly or paste it from 
another Springboard Publisher document file. 

Create your own graphics or import them from Works of Art 
or other sources. Remember, placeholder frames-shown on 
the templates as a frame with a large X-indicate excellent 
places for graphics. Replace the placeholder frame with a 
graphics frame by following the directions just described in 
Step 3. 

On some style sheets several parts are all within the same text 
frame. For example, the jumpline placeholder often is 
positioned near the top of the text frame. You enter text above 
it, and the text pushes it down the page. When you finish 
entering text, if you don't need the jumpline simply delete the 
placeholder. Or, replace it with appropriate text. 

On other style sheets most parts are within separate frames. If 
you don't want to use a part, simply select and delete it. Before 
deleting, however, think about what the design will be like 
without that part. Try to keep the design intact whenever 
possible. 
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Step 5 Fit the text and/or graphics of the lead article. 
Before moving on to the next article (if there is more than one 
article on your page), be sure the text and graphics fit, and 
make necessary adjustments. It is easier to fit one article before 
moving to the next. 

Suggestions for fitting text and graphics are included in the 
sections called Tips for Using Style Sheets and Learning More. 

Step 6 Enter other articles and features, one at a time. 

Enter text-and then related graphics-for one article at a time. 
This allows you to adjust when text or graphics do not fit the 
space. Also, it enables you to see if you need to use a jumpline. 

Step 7 Proofread and make corrections. 

Step 8 Print the newsletter. 
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Tips on Using Style Sheets 



The tips below sometimes mention specific style sheets, but 
they often apply to other style sheets as well. Remember, too, if 
you like a feature on one style sheet, you can copy it and use it 
on another. As you work with the style sheets you will do this 
more and more. They were designed to be used this way! 

Using two- and three-page spreads 

Newsletters that are printed generally have what is known as a 
two-page spread. Pages two and three, four and five, and so on, 
are seen together. Layouts for second and third pages are 
included with Style Sheets 10, 18, 22, and 30. 

If you don't require spreads, you can use page three for all 
pages other than the front page. 

Converting a style sheet from single page to multiple pages 
Modify die first page by doing the following: 

1 Open the style sheet and use the Save As command to save 
it as the second page of your document. 

2 Remove the masthead. 

3 Remove the parts that are unique to the first page. 

4 Stretch text columns or text frames to fill out the whole 
Page. 

5 Stretch vertical ruled lines. 

6 In more complex style sheets, copy parts that carry a 
unique design from page to page. 

Copying a page to use in a multiple-page newsletter 
Estimate the number of pages you will have in your newsletter. 
After creating page two, choose the Select Page command. 
Then use the Copy and Paste commands to create as many 
additional pages as you think you will need. 
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Using initial letters 

On some style sheets a larger initial letter begins a paragraph. 
For example, Style Sheet 13 has one graphics placeholder 
intended for an initial letter. Graphics frames work better for 
initial letters. Create a graphics frame to replace the text frame 
that is a graphics placeholder. Then, to make more initial letter 
frames, simply copy the graphics frame to other paragraph 
beginnings. This provides a nice visual break so the page looks 
more interesting. 

Experiment with the use of initial letters. If you find that using 
them for every paragraph is not effective, use them for every 
second or third paragraph. Or, if there are several small 
articles on a page, begin each article with an initial letter. 

Create an initial letter in a graphics frame. Position the frame 
so its top is aligned with the top of the adjoining line of text. 

Substituting 

One way to be creative in the use of the style sheets, without 
changing the basic design, is to place a part in a space allotted 
another part. 

For example, many style sheets include a table of contents. If 
you don't want a table of contents, you can use this space for 
some other regular feature-news briefs or announcements, for 
example. The space could also be used for a graphic. 

Adjusting size of frames 

Some style sheets have stacked frames (frame on top of frame). 
If you need to adjust the size of the frames, you must work 
from top frame to bottom frame. 
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A Table of Contents text frame often requires adjustment to 
allow you to include all article titles. 

Adding articles to a one-article style sheet 
You may have more than one article that you want to place on 
a page, but the style sheet is designed to hold only one article. 
To add an article, create a text frame for it. Enter your headline 
text first. Use a smaller type size than the main headline, but 
use the same font and style. Then enter your article text. 
Finally, if needed, add a jumpline. 

Using a framed side column 

A side column on a style sheet (Style Sheet 30, for example) 
can be used for pullquotes, article summaries, or graphics. It 
provides a consistent design from one page to another when it 
occurs on a multiple-page spread, even though the copy within 
it varies from page to page. 

Creating an irregular page bottom 

Small text frames can be inserted at the bottom of each column 
on a multi-column page to create an irregular bottom. This 
helps create an informal look. This is done for you on Style 
Sheets 8 and 11. The text frames may be adjusted to meet your 
needs. 

This is also a technique to use when your copy does not quite 
fill the page and you don't want all of the unfilled space to be 
at the bottom of the right-hand column. 

Aligning text horizontally 

To align columns of text horizontally, place a ruler on your 
monitor and use it to follow the scan lines. 
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Centering vertical lines 

Working in page mode, make the vertical line the desired 
width. Select it and cut it. When you paste it, it will be pasted 
into the center of the screen. This is an easy way to determine 
where the exact page center is. 

Changing type style 

If you want to use a type style which differs from the style sheet 
format, we recommend that you enter the text using the 
existing format. Then select the text and make the type style 
change. 

Adding graphics 

Add graphics after entering text. 

You can import graphics or create your own. Decide where you 
want graphics and create graphics frames. 

As we mentioned earlier, on the templates good areas for 
graphics show as frames with a large X. {On the disk these 
areas show as text frames; the text frame is a placeholder.) 

On the style sheet, use the frame placeholder as a guide when 
creating a graphics frame. (Create the graphics frame right on 
top of the placeholder text frame). After creating the graphics 
frame, use the Send to Back command from the Layout menu. 
Now the placeholder text frame is on top again. Select and 
delete it. 
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Here's how to import a graphic: 

1 Copy the art to your clipboard. 

2 Select the frame where you will place the art. 

3 Pull down the Edit menu and click on Paste. 

4 Make adjustments. 

5 Save. 

Fitting graphics in frames 

It is sometimes difficult to know whether a graphic will be the 
right size for a frame. You may need to adjust it. Remember, a 
text frame inserted on a style sheet as a placeholder for a 
graphics frame is a size that works well with the style sheet 
design. Keep the graphics frame as close as possible to the size 
of the placeholder text frame. 

If the art is too big, crop it. If it is too small, enlarge it. 
Fitting text in small frames 

When you enter text in a small frame, sometimes your frame 
looks big enough for the text but, in fact, it is just a bit smaller 
than it needs to be to accommodate the point size you are 
using. When this is true, the text that you enter simply 
disappears. If this happens, adjust the size of your frame a very 
tiny amount. (A one-pixel adjustment is generally all that is 
needed.) 
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Learning More 



Creating a masthead 

The masthead plays a very important role. It tells the 
newsletter name, and it suggests image. By itself it can give the 
audience an idea of content and philosophy. 

Each style sheet has a masthead. However, you are not limited 
to the one on the style sheet you choose. You can modify it, 
create one of your own, or use one already created for your 
newsletter. 

If you are creating your own masthead, follow these steps: 

1 Choose a font. Experiment with type style and size. 

2 Experiment with capitalization. How does the name look 
in all capital letters (uppercase)? In upper- and lowercase? 
In lowercase only? With spacing between letters (using the 
letter-spacing feature)? 

3 Experiment with placement. For a formal look, try 
centering. For an informal look, see how it looks when it is 
even with the left column, or even with the right column. 

4 Add graphics, if desired. If you want to include a logo or 
other graphics, import the graphic. (You can create 
graphics in Springboard Publisher's graphics mode, then 
import to your style sheet.) Experiment with placement of 
the graphics. 

5 Save each sample you like to a file. Then compare samples 
and decide which one to use. 

Using an existing masthead 

If you already have a masthead to use on the newsletter, there 
are three possible ways to do this: 
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Paste a masthead from another document 

1 Copy the masthead to your clipboard. 

2 Open the style sheet. 

3 Select the masthead placeholder and clear it. (Use Clear, 
not Cut. Cut will remove what is on the clipboard.) 

4 Paste the masthead from clipboard. 

5 Position the frame. 

6 Save. 

Use a scanner to convert the artwork to a graphics hie. 

1 Scan the artwork to a graphics file. 

2 Open the style sheet. 

3 Clear the masthead placeholder. 

4 Import the scanned artwork. 

5 Position it. 

6 Save. 

Add the masthead just before copying the newsletter. 
Print a copy of the newsletter without the masthead. Then 
paste on the masthead and make copies. 

Pasting text 

If the text is not in a Springboard Publisher document: 
Convert the document to a Springboard Publisher document 
by following the directions for importing text from other 
applications found in the Word Processing section of the 
Springboard Publisher Reference manual. After converting the 
text, follow the steps below. 
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If the text is in a Springboard Publisher document: 

1 Open the other document. 

2 Select text to copy. 

3 Copy. 

4 Close-don 't save. 

5 Open the style sheet. 

6 Select the placeholder. 

7 Paste the text. 



Fitting text 

Fitting text is easy when the articles have the right number of 
words. More often, articles will be too long or too short and 
you will have to make some changes. 

The space an article needs depends on its character count. Six 
characters is used as the average character count for a word 
(five characters per word plus one space between words). To 
decide if an article will fit the space where you want it, do this: 

1 Count the words in the article and multiply by 6. This gives 
you an estimated character count for the article. 

2 On your style sheet, enter a line of text the width of a text 
column and count the characters (including spaces) in that 
line. 

3 Press [Return] repeatedly and determine how many lines 
there are in the longest text column. Multiply the number 
of lines times the number of characters per line. This gives 
you the number of characters per column. 
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4 Multiply the number of columns by the characters per 
column. (In some cases you will have only one column. In 
others you might have two or two and one-half columns. If 
a column is partly occupied by some other feature, estimate 
the fraction of the column available and use that figure 
when estimating character count.) 

5 Compare the estimated character count on the style sheet 
space with the character count for your article. If the two 
are close (within 5%), go ahead and enter the text. 

6 If the character count is not close, think about how you 
might make the article fit. You can alter the text, graphics, 
or format to make copy fit. 
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Adjusting text 

The simplest thing to do is to adjust the text. This changes the 
style sheet design the least. If you can't change the length of 
the article, then look at other possibilities. 

This chart summarizes some things you can do to make copy 
fit: 





Changes 


If the article 


If the article 
is too short 


Text 


Shorten it. 

Continue it 

on another page. 


Add pullquote. 
Use ragged 
bottom margin. 


Graphics 


Crop artwork. 
(Keep same 
column width.) 


Enlarge graphics 
frame. Enlarge 
artwork to fit 
frame. (Keep 
same column 
width.) 


Format 


Reduce space 
between 
lines (custom- 
spacing). Reduce 
character spacing. 


Increase space 
between lines 
(custom spacing). 
Add space above 
headline. 
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What about changing font size? 

Try to avoid changing font size to make an article fit. It is 
tempting; it seems like an easy solution. However, this might 
change the look of the newsletter. If the font is too small the 
article might be difficult to read. If it is too large, it might seem 
more important than other articles. The proportion of the page 
might change, and the page might seem unbalanced 

Other tips on Ruing copy 

1 Plan ahead. Know the approximate character count for 
each of the article spaces on your style sheet. 

2 When you ask someone to write an article, tell them how 
many words you want in it. 

3 Save an article for another issue. 

4 Be flexible and enjoy the process. 
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Style Sheet Templates 



The pages that follow show representations of each style sheet 
in template format. The templates are divided into three 
groups: 

■ Basic (Style Sheets 1-10) 

■ Medium (Style Sheets 11-22) 

■ Complex (Style Sheets 23-36) 

Included in the complex group are two special style sheets: 
Style Sheet 35, which has a place for mailing information, and 
Style Sheet 36, which is for a newsletter that is an 8V2 inch x 14 
inch format. (All other style sheets are 8V2 inch x 11 inch.) 

After selecting a style sheet, jot down its number. Then when 
you load the Style Sheets disk, select this number from the 
directory. 

Refer to the legend on the inside back cover to identify the style 
sheet parts. Each part is represented by a different fill pattern. 
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Appendix 



A List of Compatible* Printers 

for Springboard Publisher Style Sheets 



Apple DMP 
Apple ImageWriter 
Apple ImageWriter II 
Apple ImageWriter LQ 
Apple LaserWriter 
Apple Scribe 
Epson EX-1000 
Epson EX-800 
Epson FX-100 
Epson FX-185 
Epson FX-286 
Epson FX-286E 
Epson FX-80 
Epson FX-85 
Epson FX-86E 
Epson JX-80 



Epson LX-80 
Epson LX-800 
Fujitsu DL2400 
Okidata 182 
Okidata 192 
Okidata 192 + 
Okidata 193 + 
Okidata 292 
Okidata 293 
Okidata 392 
Okidata 393 
Okidata 92 
Printek 910 
Printek 920 
Printek 930 
Seikosha SP1000 



* A compatible printer assures you that all parts of your style sheet will be 
printed, Other printers may work, but, depending on the style sheet used, 
may result in some slight discrepancy. For example, a border might not fully 
print. 
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Springboard License 
Agreement 

CAREFULLY READ ALL THE TERMS AND CONDITIONS OF 
THIS UCENSE BEFORE USING THIS SOFTWARE. USING THIS 
SOFTWARE INDICATES YOUR AGREEMENT TO THE 
FOLLOWING TERMS AND CONDITIONS. IF YOU DO NOT 
AGREE TO BE BOUND BY SUCH TERMS AND CONDITIONS, 
DO NOT USE THIS SOFTWARE. PROMPTLY RETURN THIS 
PACKAGE AND OTHER ITEMS THAT ARE A PART OF THIS 
PRODUCT TO YOUR PLACE OF PURCHASE AND YOUR 
MONEY WILL BE REFUNDED. 

t license Grant. In consideration of payment of the license fee, 
which is a part of the price you paid for this product, Springboard 
Software, Inc. as Licensor, grants to you, the Licensee, a nonexclusive 
license to use and display this copy of a Springboard software 
program (the "Software") on a single computer at a single location. 
Springboard reserves all rights not expressly granted to Licensee 
under this License. 

2. Software Ownership and Title. As the Licensee, you own the 
physical media on which the Software is originally or subsequendy 
recorded or fixed, but Springboard retains title and ownership of the 
Software recorded on the original disk copy and all subsequent copies 
of the Software, regardless of the form or media in or on which the 
original and other copies may exist. This License is not a sale of the 
original Software or any copy thereof 

3. Copy Restrictions. This Software and the accompanying written 
materials are copyrighted. Unauthorized copying of the Software, 
including Software that has been modified, merged, or included with 
other software, or of the written materials is expressly forbidden. You 
may be hdd legally responsible for any copyright infringement that is 
caused or encouraged by your failure to abide by the terms of this 
License. Subject to these restrictions, you may make one copy of the 
Software solely for backup purposes. You must reproduce and include 
the copyright notice on the backup copy. 
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4. Restrictions on Use. As the Licensee, you may physically transfer 
the Software from one computer to another provided that the Software 
is used on only one computer at a time. You may not electronically 
transfer the Software from one computer to another over a network. 
You may not distribute copies of the Software or accompanying 
written materials to others. You may not modify, adapt, translate, 
reverse engineer, decompile, disassemble, or create derivative works 
based on the Software. You may not modify, adapt, translate, or create 
derivative works based on the written materials without the prior 
written consent of Springboard. 

5. Transfer Restrictions. The Software is licensed only to you, the 
Licensee, and may not be transferred to anyone without the prior 
written consent of Springboard. Any authorized transferee of the 
Software shall be bound by the terms and conditions of this License. 
In no event may you transfer, assign, rent, lease, sell, sublicense, or 
grant other rights in all or any portion of the Software or any copy 
except as expressly provided for in this License. Any attempt to grant 
such rights in violation of this License is void. 

6. Termination. This license is effective until terminated. You may 
terminate it at any time by destroying the Software together with all 
copies and all documentation in any form. This License will terminate 
automatically without notice from Springboard if you fail to comply 
with any term or condition of this License. Upon termination you 
shall destroy the written materials and all copies of the Software, 
including modified copies, if any. 

7. Limited "Warranty, Lifetime Replacement and Disclaimer 

Springboard warrants to you, the original Licensee, that the diskette 
on which the Software is recorded is free from defects in material and 
workmanship for as long as you own the diskette. If during that 
period you cannot properly load the program, you may return it 
together with proof-of-purchase date and $5.00 to cover shipping and 
handling to Springboard for replacement, provided that the Software 
is then currently being manufactured by Springboard. This Lifetime 
Replacement is the sole remedy available to you in the event the 
diskette contains any defects. 
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Returns should be sent to: Springboard Software, Inc. 

7808 Creekridge Circle 
Minneapolis, MN 55435. 

THIS LIMITED WARRANTY IS IN LIEU OF ALL OTHER 
EXPRESS WARRANTIES ON THE DISKETTE. THE SOFTWARE 
IS LICENSED ON AN "AS IS" BASIS WITHOUT WARRANTY, 
AND SPRINGBOARD HEREBY SPECIFICALLY DISCLAIMS ALL 
EXPRESS AND IMPLIED WARRANTIES, INCLUDING, 
WITHOUT LIMITATION, ANY WARRANTY OF 
MERCHANTABILITY OR FITNESS FOR A PARTICULAR 
PURPOSE. ANY WARRANTIES WHICH ARE NOT SO 
EXCLUDED ARE LIMITED IN DURATION TO THE DURATION 
OF THE LIMITED WARRANTY STATED ABOVE. IN NO EVENT 
SHALL SPRINGBOARD OR ANY OTHER PARTY WHO HAS 
BEEN INVOLVED IN THE CREATION, PRODUCTION OR 
DELIVERY OF THE SOFTWARE BE LIABLE FOR ANY 
INDIRECT, SPECIAL OR CONSEQUENTIAL DAMAGES, 
WHETHER RESULTING FROM DEFECTS IN THE DISKETTE, 
OR ARISING OUT OF THIS LICENSE, OR RESULTING FROM 
THE USE, THE INABILITY TO USE, THE RESULTS OF USE, THE 
DOCUMENTATION OR PERFORMANCE OF THE SOFTWARE 
LICENSED HEREUNDER. IN ANY CASE, SPRINGBOARD'S 
LIABILITY FOR ANY CLAIM REGARDING THIS SOFTWARE IS 
LIMITED TO THE ORIGINAL PURCHASE PRICE PAID BY YOU, 
THE ORIGINAL LICENSEE. 

Some states do not allow limitations on how long an implied warranty 
lasts, so the above limitation may not apply to you. Some states do not 
allow exclusion or limitation of incidental or consequential damages, 
so the above exclusion may not apply to you. This warranty gives you 
specific rights, and you may also have other rights which vary from 
state to state. 
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8. General. The internal laws of the State of Minnesota shall govern 
this License. The invalidity or unenforceability of any provision of this 
License shall not affect the other provisions hereof. This License 
constitutes the entire and exclusive agreement, and supersedes any 
and all prior agreements and proposals between Springboard 
Software, Inc. and you with regard to the Software and any other 
items contained in this package. 
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Template Legend 



Masthead 
j§jjj Headline 
||| Subheads, Pullquotes 
HI Regular text 

HI Text frame 

Graphics placeholder 
{Shows as text frame) 

Table of contents 

ID lines, Jumplines, Bylines 

Ruled lines 
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